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DD/3 Office Meatnrandusa 

SUBJECT: Office Routine and Procedures 


IMs ajeasoraaduta seta forth procedures for the Inaaediato office 
of the w/s on taatter© pertaining to (a) the processing of correa- 
poMenee ©at material in ®M out of the Of .Tice of the W/3 S (b) 
the handling of suspense items, sad (e) a newly established routine 
for Staff Officer® meeting With tbs W/8 und AW/3. 

1 . mxmm mm m l 

A13, incoming eorre epon&eaee and. material, except as 
no ted under EXP EPfiOHS he low, will be forwarded imsdiately 
25X1 A9a to This includes material addressed to indlridt^s^s 

c«r for the attention of certain individual© unless such 
material i© marked "EXES ORLY” or "Psreoaal." (See SXCIPTIOi'B 
below) 


a. 



m mpncws 25X1 A2d3 

(1) EYES ONlY^^^Jand Personal Material 25X1 A2d3 


All EXES 0N1Y and material adtoemito 

the DD^S will be directly ^ tfStSBStKKS 

Other EXES OSfXY material 

to the individual to Whoa addressed All material 
marked "Personal” will he routed to the individual 


25X1 A9a 
25X1 A2d3 


to ^tecsa addressed . 


(2) Material from the Director 9 13 Office 


All material received fro® the director a s 
Office will be forwarded directly to | 

It will bo | 


25X1 A9a 


resporjdtillty to deter - 25X1 A9a 


mine what Item© should be brought to the isaae&iate 
attention of the DB/S, Other material not requiring 
ianediate DD/8 attention will be forwarded promptly 



to Mr 

advise Mr 

to the BD/8. 


action, Miss 


will also 


the nature of any material given 


25X1 A9a 
25X1 A9a 
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25X1 A9a 


2. Or.XKlI NG MATERIAL 

Al t outgoing correspondence and material except ucj 
notg^uKter EXCEPTIONS below will be forwarded through 
Mr ,HHto the Registry. All material addressed to 
the DC;: or DDCi and all correspondence directed to other 
agencies, or external organisations prepared foiMJP/s*^ 
DCI, or DDCI signature will be relieved by 
prior to forwarding, 


EXCEPTIONS 

(1) EYES ORtY and 


I Material 


25X1 A9a 


2§X1 A2d3 


25X1 A2d3 


EYES OSDf and material, will be 

forwarded directly to Registry. 


3. SUSPENSE ITEMS 


Suspense items will be hardled as follows: - 

25X1 A9a a. designated as the focal point or clearing 

house for the establishment of and follow-up on all' suspense 
items. This does not mean that Special Assistants to the DD/S 
or others may not establish suspense dates for material they 
are handling, nor does it mean that they are prohibited frosi 
following up suspense items. However, before cheeking with 
25X1 A9a ^gmg&ents to determine the statue of an outstanding item Mr. 

HIBIshcAild first be consulted to ascertain If he has any 
information on the status of the material. Centralising of 
this function is also desirable to reduce the number of in- 
cidents of more than one person clocking on the same item. 

The present procedural steps followed by the BP/S Registry 
in recording and keeping a record of all items on suspense 
is unchanged. 


In an effort to conserve time and expedite our work, the 
DD/'S and the ADD/ 3 will be available at noon each day for a 
meeting with Officers on the iffiaadl ate Staff. All of ttece 25X1 A9a 
meetings will be attended by Ms sore who 

will use this time to advise the W/S and ADD/S of im esui ng 
material being processed and present to them for their approval 
any items on hand. Other Staff Officers need only attend 
these meetings when they have, items to take up with DD/S or FOIAb3b 
AZXJ/S or when requested. 


i. K. WHITE 
Deputy Director 
(Support) 
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